BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQC NHA TRANG Poc 1ap - Tw do - Hanh phic
S6400 /QD-DHNT Khanh Hoa, ngay 08 thang4 nam 2024
QUYET PINH

Ban hanh Quy dinh vé quan ly viéc in tem bao mat,
in phoi, cap phoi van bang, ching chi tai Truwong Pai hoc Nha Trang

HIEU TRUONG TRUONG DPAI HQC NHA TRANG

Can cir Quyét dinh s6 155/CP ngay 16/8/1966 ciia Hoi dong Chinh phii vé viéc thanh ldp
va quy dinh nhiém vu, quyén han cia Trieong Thiy san nay la Truong Pai hoc Nha Trang;

Can cwr Lugt Gido duc dai hoc ngay 18/6/2012; Ludt sira doi, bo sung mot s6 diéu cia
Ludt Gido duc dai hoc ngay 19/11/2018 va Nghi dinh s6 99/2019/ND-CP ngay 30/12/2019
cia Chinh phit ban hanh Quy dinh chi tiét va hieong dan thi hanh mét s6 diéu ciia Ludt sira
doi, bo sung mot 6 diéu ciia Ludt Gido duc dai hoc;

Can cir Théng twe s6 21/2019/TT-BGDPT ngay 29/11/2019 ciia B Gido duc va
Pado tao ban hanh Quy ché quan 1y bang tot nghiép trung hoc co sé, bang tét nghiép
trung hoc phé théng, bang tot nghiép trung cap sw pham, bang tét nghiép cao dang sw
pham, van bang gido duc dai hoc va chitg chi ciia hé thong gido duc quéc dan;

Cén cit Quyét dinh s6 268/0P-DHNT ngay 26/3/2020 ciia Trieong Bai hoc Nha Trang
vé viéc ban hanh Quy ché quan 1y vin bang, chitng chi ciia Truong Bai hoc Nha Trang;

Can cir Nghi quyét sé 340/NQ-DHNT ngay 24/3/2021 ciia Héi dong trieong Vé viéc
ban hanh Quy ché Té chirc va hoat déng ciia Truong Pai hoc Nha Trang;

Can cit Quyét dinh s6 500/0P-DHNT ngay 29/4/2022 cia Truwong Pai hoc Nha
Trang Quy dinh nhiém vy, quyén han ciia cdc don vi thugc, truc thuge Trieong Pai hoc
Nha Trang;

Theo dé nghi ciia Trieong phong Bdam bdo chdt lwong va Khdo thi.

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy dinh vé quan 1y viéc in tem bao
mat, in phoi, cdp phdi vin bang, ching chi tai Truong Pai hoc Nha Trang.

Piéu 2. Quyét dinh nay c6 hiéu luc thi hanh ké tir ngay ky va thay thé Quyét dinh
s6 876/QD-DHNT ngay 31/8/2020 ciia Truong Pai hoc Nha Trang ban hanh Quy dinh
vé quan 1y viéc in, cip phdi vin bang, chimg chi cua Trudong Pai hoc Nha Trang.

Piéu 3. Truéng phong Pam bao chat lugng va Khao thi, cac trudong don vi va ca

nhan c6 lién quan chiju trach nhiém thi hanh Quyét dinh nay./.

Noi nhén: HIEU TRUONG /&
- Nhu biéu 3;
- Luu: VT, bBCLKT.




BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC NHA TRANG Poc 1ap - Tw do - Hanh phic
QUY PINH

Vé quan Iy viéc in tem bao mat, in phdi, cap phdi viin bing,
chirng chi tai Truong Dai hoc Nha Trang
(Kém theo Quyét dinh sé 400/0P-PHNT ngay 08 thing 4 ndm 2024
cua Truong Dai hoc Nha Trang)

Chuong I
QUY PINH CHUNG

Piéu 1. Pham vi diéu chinh va d6i twong ap dung

1. Quy dinh nay quy dinh vé quan 1y viéc in tem bao mat (tem), in phdi, cip phoi
van bang, ching chi (VBCC) tai Truong Pai hoc Nha Trang (PHNT) gom: in, quan 1y,
bao quan, hity tem va phoi VBCC; cap phoi VBCC; luu ho so in tem, in phdi VBCC va
trach nhi¢m cua cac don vi, ca nhan lién quan.

2. Quy dinh nay ap dung ddi véi cac don vi, ca nhan trong va ngoai Trudng DPHNT
c6 lién quan dén cong tac quan 1y, cip phat, sit dung VBCC ciia Truong DHNT.

Chuong 11
IN, QUAN LY TEM VA PHOI VAN BANG, CHUNG CHI

Piéu 2. In tem va phadi vin bing, chirng chi

1. Phong Pam bao Chét lugng va Khao thi (PBCL&KT) chu tri, phdi hop véi
cac don vi ¢6 lién quan thiét ké mau tem, phoi VBCC theo quy dinh trinh Hiéu truong
phé duyét trude khi tién hanh in tem va phdi VBCC. Viéc in tem va phdi VBCC phai
dam bao chit ché&, an toan, bao mat va c6 hd so quan 1y.

2. Hang nam, cin ctr nhu cau stir dung phoi VBCC tir cac don vi lién quan, Phong
PBCL&KT du kién s6 lugng tem va phoi VBCC can dit in, trinh Hiéu truong phé duyét
hop dong/don dit hang trudce khi td chic in tem va phdi VBCC.

Piéu 3. Quan ly tem va phai viin bang, chirng chi

1. Phong PBCL&KT chiu trach nhiém quan 1y tem va phdi VBCC. Phai c¢6 ho so
quan 1y viéc cap phat, sir dung, thu hoi, hay bo tem va phdéi VBCC. Ho so quan 1y phai
dam bao xac dinh duogc tinh trang st dung cua tem va tung loai phoi VBCC khi can kiém
tra, d6i chiéu.

2. Viéc quan Iy tem va phdi VBCC phai dam bao chit chg, an toan, khong dé xay
ra that thot.

3. Phoi VBCC phai duoc danh sb hiéu (seri) va dan tem trude khi cip phat. Mdi
phoi VBCC c6 mét s hiéu riéng. Hiéu truong quy dinh sd hiéu phdi VBCC.



Pic¢u 4. Bio quan tem va phdi vin bing, chirng chi

1. Noi luu giir tem va phoi VBCC phai dam béo trang thiét bj vé& phong, chdng
chay nd, dap tng ddy du cac yéu cau vé an toan, an ninh. Tu, két sit bao quan tem va
phoi VBCC phai c6 thudc chéng 4m méc va diét cac sinh vat gy hai.

2. Pinh ky 06 thang/lan, phai kiém tra viéc bao quan tem va phdi VBCC; vé
sinh, kiém tra trang thiét bi bao quan tem va phdi VBCC (ti dung phoi, thudc chdng
am moc, ...); phun thudc diét sinh vat gay hai va bao dudng cac thiét bi dugc trang bi
bao quan tem va phoéi VBCC; kiém tra chét lugng, tinh trang bao quan tem va phoi
VBCC; lap bién ban kiém ké s lwong tem va phdi VBCC theo mau tai Phu luc 11 Quy
dinh nay.

3. Truong hop tem va phdéi VBCC bi mat, phai bao cdo ngay véi lanh dao Nha
truong dé 1ap bién ban va thong bao ngay véi co quan cong an noi gan nhat.

Chuong 11T
CAP PHOI VAN BANG, CHUNG CHI

Pi¢u 5. Ho so' dé nghi cap phdi vin bang, ching chi

Pon vi dé nghi cap phéi VBCC gui vé Phong PBCL&KT bo ho so, gom co:

1. Gidy dé nghi cap phoi VBCC theo mau tai Phu luc II Quy dinh nay;

2. Quyét dinh cong nhin ngudi hoc tot nghiép/hoan thanh khoa hoc/chuong
trinh hoc kém danh sach nguoi hoc duge cap VBCC da dugc thu truong don vi phé
duy¢t, dong dau;

3. VBCC hong, don dé nghi cap lai ban chinh VBCC cta ngudi hoc ¢ xac nhan
ctia thu truong don vi (néu co).

Piéu 6. Tiép nhén va xir Iy hd so dé nghi cAp phdi vin bang, chirng chi

1. Truong hop hd so dé nghi cap phoi VBCC day du theo quy dinh tai Piéu 5,
trong vong 02 ngay ké tir ngay nhan dugc ho so, Phong PBCL&KT thyc hién:

a) Lap phiéu cap phoi VBCC theo mau tai Phu luc Il quy dinh nay;

b) Vio s6 theo ddi cap phdi VBCC;

¢) Thyc hién cip phoi VBCC;

d) Nhap dit litu cidp phoi VBCC trén phin mém quan 1y dio tao
(https://gldt.ntu.edu.vn) dé cac don vi quan ly dao tao thuc hién thu tuc cap phat VBCC
trén hé thong nham phuc vu cho viéc tra citu VBCC truc tuyén va in Phu luc van b::ing
theo quy dinh.

2. Trudng hop hd so chua day du, Phong PBCL&KT huéng dan don vi dé nghi
cap phoi VBCC hoan thién ho so theo quy dinh tai Biéu 5 Quy dinh nay.

Pié¢u 7. Hity tem va phéi viin biang, chimg chi héng

1. Tem va phdi VBCC bi hu hong, chit lwvong khong dam bao, do thay d6i mau phoi
hodc vi cac 1y do khac khong con st dung dugce thi phai tién hanh huy. Phong PBCL&KT
tham muu Hi¢u trudng ra quyét dinh thanh 1ap Ho1 dong huy tem va phéi VBCC.



2. Viéc huy tem va phdéi VBCC phai dugc 1ap bién ban, trong d6 ghi rd thanh
phan Hoi dong huy phéi VBCC, tinh trang tem va phdi VBCC trudce khi bi hiy, s6 luong
tem va ting loai ph6i VBCC bi huy, ngay huiy, noi hiy, hinh thic hiay va két qua huy.
Bién ban huy tem va phoi VBCC phai c6 day du chit ky cua cac thanh vién Ho1 dong va
dugc luu trir trong ho so quan 1y tem, pho1 VBCC.

Chuwong IV
TO CHUC THUC HIEN

Piéu 8. T6 chirc thue hién

1. Phong BPBCL&KT c6 trach nhi¢m:

a) Chu tri, phdi hop véi cac don vi lién quan trong viéc thiét ké miu tem va

phoi VBCC. Hing niam, dé xuét sé luong tem va phdéi VBCC can in trinh Hiéu truéng
phé duyét.

b) Quan 1y chit ché s lugng tem va phoéi VBCC di in, dam bao qua trinh in dugc
bao mat, an toan.

¢) Thuc hién viéc cap phdi VBCC; bb tri vién chirc du ning luc, pham chat dé
dam nhiém viéc quan 1y, cap phoi VBCC theo dang quy dinh.

d) Thuc hién cac quy dinh vé kiém tra dinh ky va bao quan tem, phoi VBCC.

d) Thuc hién luu trit hd so in tem va phoéi VBCC, cap phoi VBCC, hay tem va
phoi VBCC hong theo quy dinh.

2. Céc truong don vi lién quan ¢6 trach nhi¢m phé) bién, quan triét va chi dao trién
khai thyc hi¢n nghiém tic Quy dinh nay.

3. Cac don vi, ca nhan c¢6 lién quan thyuc hién Quy trinh quan 1y viéc in tem, in
phéi va cap phoi VBCC tai Trudng PHNT theo Phu luc | Quy dinh nay.

4. Phong Thanh tra - Phap ché, cac T6 thanh tra do Hiéu truong thanh 1ap thuc
hién thanh tra, kiém tra dinh ky hoic dot xuat viéc bao quan tem, phéi VBCC va cip
ph6i VBCC tai Truong DHNT.

5. Trong qua trinh thyc hién, néu c6 van dé phat sinh hoac can diéu chinh, sta
d6i, cac don vi, ca nhan phan anh vé Phong PBCL&KT dé tong hop, bao céo, dé xuat
Hiéu truong xem xét, quyét dinh./. /57/”/@

HIEU TRUONG

Trang Si Trung



Phu luc |

QUY TRINH QUAN LY VIEC IN TEM, IN PHOIL, CAP PHOI VAN BANG,
'CHUNG CHI TAI TRUONG PAI HQC NHA TRANG
(Kem theo Quyet dinh s6 400 ngay 08thang 4 nam 2024 cua Truong DH Nha Trang)

1. Lwu dd quy trinh

Buoc Trinh tu thuc hién Moac thoi gian
Dé xuét in tem N X
1 va phai VBCC Pau moi nam hoc
Trong vong 07 ngay ké tir
) Tiép nhén, kiém tra tem va phéi vt C“har? d‘g?c t‘;r,"’ phf"
VBCC; dén tem trén phoi va Do chung tu
: thanh toan theo quy dinh tir
cosdin
|
L. Trong vong 02 ngay sau
A — s khi hoan thanh viéc kiém
3 Lap ho so quan 1y tem va phéi VBCC tra phoi, dan tem trén
. phdi VBCC
Kiém tra cong tac bao quan . . Ao 1A
4 tem va phoi VBCC binh ky 06 thang/lan
|
v
5 Tiép nhan ho so d& nghi cip phéi VBCC <
1
Trong vong 02 ngay ké
6 Xt 1y ho so dé nghi tir ngay nhan dugc ho so
cap phoi VBCC - dé nghi cap phdi VBCC
Khong dat tir cac don vi
2
7 CAp phoi VBCC
il
A 4
8 Huy tem va phéi VBCC hong Quy | hing nim
|
Theo quy dinh cua Luat
9 Luu trt va cac quy dinh

hién hanh




2. Quy trinh chi tiét

Don vilca nhan

Thoi gian

Biéu mau

Budc N1 dung thic hién thaec hién thac hién lién quan
Pé xuit in tem va phoi VBCC:
- Vao dau mdi nam hoc, can ct
nhu cau sir dung phdi VBCC tur
cac don vi lién quan, Phong
DBCL&KT du kién sb luong tem Hop ddng/don
L |va phoi VBCC can dat in trinh | - Phong DPBCL&KT Dau mdi dat hang in
Hiéu truong phé duyét. - Céc don vi lién quan nam hoc tem, phoi
- Phéi hop véi co so in dugc Nha VBCC
nudc cho phép, du thao hop dong
in phoi/don dat hang in tem va
phdi VBCC trinh Hiéu truong
phé duyét.
Tiép nhén, kiém tra tem va phéi
VBCC; dan tem trén phéi VBCC:
- Can cir hop dong/don dat hang Bo ching tu
in tem, phoi VBCC, bién ban giao | - pps0 pRCLEKT thanh toan theo
nhan hang hoa va cac ching tur Trong vong 07 | 4,y dinh
thanh toén theo quy dinh, Phong ngdy ké tir
PBCL&KT phan cong can bd tiép ngay nhan
nhan tem, ph6i VBCC. duoc tem, phoi
2 . . VBCC va bo
- Phan céng céan bo kiém tra chat ching tir thanh
lugng tem va ph6i VBCC; dan tem toan theo quy
trén phoéi VBCC. Ky va ghi rd ho | Phong BBCL&KT dinh tir co s& in
tén trén tung lc phoi da kiém tra '
va dan tem.
- Vao sb theo ddi nhap/xuat tem, | Chuyén vién quan ly, Mau 1.1, 1.2
VBCC. cap phdi VBCC (Phu luc 11)
Lap hd so quan Iy tem va phoi Trong vong 02
VBCC: ngay sau khi
- Phong DPBCL&KT hoan thanh
3 |- Phoi VBCC phai dugc quan ly viec kidm tra

theo ting loai, ting 16¢, ¢6 ghi rd
s6 lugng phdi, sé hiéu (seri) dau -
cudi trén mdi 16¢ phdi VBCC.

- Chuyén vién quan ly,
cap phoi VBCC

phéi, dan tem
trén phoi
VBCC




Buoc

Ngi dung thuc hién

Don vilca nhan
thuc hién

Thoi gian
thuc hién

Bieu mau
lién quan

- Quan ly, bao quan tem va phoi
VBCC trong két sit hoic ta c6
khoa bao mat.

Bao quan tem va phéi VBCC:

- V& sinh, kiém tra trang thiét bj
bao quan tem va phdi VBCC (tu
dung phdi, thudc chéng 4am
mdc...); phun thubc diét sinh vat
gay hai va bao dudng cac thiét bi
duoc trang bi bao quan tem va phoi
VBCC; kiém tra chat luong phdi,
tinh trang bao quan tem va phdi
VBCC.

- Thuc hién kiém ké sb lugng tem
va phdi VBCC con ton.

Phong DPBCL&KT/
Chuyén vién quan ly,
cap phdi VBCC

Pinh ky 06
thang/lan

Mau 2
(Phu luc I1)

Tiép nhan hd so @& nghi cip
phoi VBCC:

- DPon vi & nghi cap phdi VBCC
giri vé Phong DPBCL&KT:

(1) Gidy dé nghi cap phdi VBCC
theo mau quy dinh.

(2) Quyét dinh cdng nhan nguoi
hoc t6t nghiép/hoan thanh khoa
hoc/chuong trinh hoc kem danh
sach nguoi hoc duge cap VBCC da
dugc thu trudng don vi phé duygét,
dong dau.

(3) VBCC hong (néu dé nghi cap
d6i phoi dé in lai do in hong/in sai
théng tin trén VBCC).

(4) Pon dé nghi cip lai ban chinh
VBCC ctia nguoi hoc cd x&c nhan
cua thu truong don vi quan 1y dao
tao (néu VBCC di cip cho nguoi
hoc bi in sai do I18i cia don vi cAp
VBCC).

Chuyén vién quan ly,
cap phdi VBCC

Trong vong 02
ngdy ké tur
ngay nhan
duoc hd so dé
nghi cip phoi
VBCC tur cac
don vi

Mau 3.1, 3.2
(Phu luc I1)




Buce Ni dung thac hign Don v;’/cza_ phan Thoi g!zim B[eu mau
thuec hién thuc hién lién quan
Xir Iy hé so dé nghi cAp phoi
VBCC:
* Truong hop hé so d@é nghi cap
iyh.o; I;ji(é‘C day du theo yéu cau Miu 4.1, 4.2
4 oot S Lanh dao Phong (Phu luc 11)
- Lap Phiéu cap phoi VBCC theo | PBCL&KT/Chuyén
mau quy dinh (c6 phé duyét cua | vien quan Iy, cip phoi
lanh dao don vi quan ly phoi | VBCC; Bon vi quan ly
6 VBCC). dao tao
- Vao s6 theo ddi cap phdi VBCC | Chuyén vién quan ly, Mau 1.2
theo mau quy dinh. cap phdi VBCC (Phu luc 11)
* Truong hop ho so d@é nghi cap
phéi VBCC chua day di theo yéu
cau tai budc 5:
Huéna din d . 4 nahi ch Chuyén vién quan ly,
r:{(fnnglé h"? thhe Ing_ ;-]f"‘p chp phéi VBCC, Don vi
pnot VISLL hoan thien fal MO S0 44 hahi cap phéi VBCC
theo yéu cau.
Cép phéi VBCC:
- Thuc hién cap phéi VBCC
theo noi dung trong Phiéu cap
phoi.
Nhio di lisy &b ohai VBCC https://gldt.ntu.
- Nhap dir liéu cap phoi . )
A A s Chuyén vién quan ly, edu.vn/quanly/
7 |trén phan mém quan ly dao tao | ~ _ hatvanb
_ : . |capphdi VBCC Capphatvanban
(https://qldt.ntu.edu.vn/) dé cac gchungchi
don vi quan ly dao tao thyuc hién
thi tuc cap phat VBCC trén hé
théng nhiam phuc vu cho viéc tra
cttu VBCC tryc tuyén va in phu
lyc van bang theo quy dinh.
Huay tem va phéi VBCC héng:
Can c sb lugng tem va phdi )
8 VBCC bi héng trqng nam, Phong Phong DBCL&KT ;QUY! Mau 5.1
DBCL&KT d& xuét thanh 1ap Hoi hang ndm (Phy luc 11)

ddng hity tem va phoi VBCC hong
trinh Giam hiéu phé duyét.




Buoc

Ngi dung thuc hién

Don vilca nhan
thuc hién

Thoi gian
thuc hién

Bieu mau
lién quan

Hoi dong huy tem va phdi hong
lap Bién ban huy kem danh muc
tem va phdi hong.

Mau 5.2, 5.3
(Phu luc 1)

Lwu trir ho so:

Phong DPBCL&KT thuc hién Iuu
trit hd so in tem va VBCC; cip
phéi VBCC; huy tem va VBCC
hong. Cu thé:

- B6 hd so in tem/phdi VBCC:
hop déng/don dit hang in
tem/ph6i VBCC, bién ban nghiém
thu va thanh ly, hoa don tai chinh,
bién ban giao nhan hang hoa...).

- B6 hd so cip phdi VBCC (theo
cac noi dung quy dinh tai budc 5
va 6).

- B6 hd so huy tem va phdi
VBCC hong (theo cac noi dung
quy dinh tai budc 8).

Phong PBCL&KT/
Chuyén vién quan ly,
cap phoi VBCC

Theo quy dinh
cua Luat Luu
trir va cac quy
dinh hién hanh




Phu luc 11

MAU VE QUAN LY VIEC IN TEM BAO MAT, IN PHOI, CAP PHOI VAN
BANG, CHUNG CHI TAI TRUONG PAI HQC NHA TRANG
(Kem theo Quyét dinh so ngay  thang nam 2024 cua Truong BDH Nha Trang)

STT Loai bi¢u mau
1 | MAu s theo d6i nhép, xuét tem va phdi VBCC (danh cho don vi quén Iy phdi VBCC)
1.1 | MAiul.l1 | Sb theo ddi nhap, xuit tem
1.2 | Mau 1.2 | Sé theo dbi nhép, xuét phdi va giao, nhan phéi VBCC
2 | Miu bién ban kiém ké tem va phdi VBCC (danh cho don vi quan 1y phéi VBCC)
3 | MAu gidy dé nghi cip phéi VBCC (danh cho don vi dé nghj cip phdi VBCC)
3.1 |Mau3.1 | Gidy dé nghi cip phoi VBCC va s6 vao so goc cadp VBCC
3.2 |Miu3.2 | Gidy dé nghi cap doi phoi VBCC
4 | MAu phiéu cip phdi VBCC (danh cho don vi quan Iy phdi VBCC)
41 |Mau4.1 | Phiéu cip phoi va s vao sd gbc cap VBCC
4.2 |Mau4.2 | Phiéucip d6i phoi VBCC
5 | MAu hity tem va phdi VBCC héng
5.1 | Mau5.1 | Quyét dinh thanh 1ap hoi dong huy tem va phoi VBCC hong
52 |Mau5.2 | Bién ban hiy tem va phoi VBCC hong
5.3 | Mau5.3 | Danh myc tem va phdi VBCC héng




Miiu 1.1: 86 theo doi nhip, xudt tem Quyén s ... (CO ... trang, tir trang ... dén trang ...)

BO GIAO DUC VA PAO TAO
TRUONG PAI HOC NHA TRANG

SO THEO DOI NHAP VA SU DUNG TEM CHONG HANG GIA

STT | Ngay Noi dung Nhép SO)Z(ZZg Tén (n‘f gf[m}ff; ) Ngwj;gth,ffokhw Ghi chu
1
2
3
4
5
6
7
8
9
12

Ghi chi: Sé theo déi nhdp, xudt tem phdi dwoc danh sé trang va dong dau gidp lai.



Mbiu 1.2: 86 theo doi nhip, xudt phoi va giao, nhin phéi vin bang, chieng chi Quyén sé ...... (C6 .... trang, tiv trang ... dén trang ....)
BO GIAO DUC VA DAO TAO

TRUONG PAI HOC NHA TRANG

‘ SO THEO DOI NHAP, XUAT PHOI ]
VA GIAO, NHAN PHOI VAN BANG, CHUNG CHI

Thang ........ /20......
LOAIPHOI: ............
; ; S6 vao 56/
4 .| SO luwong So hiéu phoi £ x P, Nguoi giao | Nguoi nhdn
Ngay P%P Néi dung DPon vi éﬁg: S0 hiéu phoi hong

Nhép | Xudt | Tirsé | Bénsé | Tiesé | Pénso (Ky, ghi r6 ho tén)

Ghi chi: Sé theo déi nhdp, xudt phéi va giao nhdn phéi VBCC phdi dwgc danh sé trang va déng dau gidp lai.



Mdu 2: Bién bin kiém ké tem va phoi viin bing, chitng chi

TRUGNG PATHQOC NHA TRANG CONG HOA XA HOI CHU NGHIA VIET NAM
PHONG DPBCL&KT Poc 1ap — Tw do — Hanh phuc

BIEN BAN KIEM KE TEM VA PHOI VAN BANG, CHUNG CHI
Quy ..... - Nim.....

Thoi diém kiém ké: ..... gio ..... ngdy ..... thang ..... ndm .....

Thanh phan kiém ké:

1) ONG/BA oottt CHTC VUS oot
2) ONG/BA: ..ot CHTC VUS oot
3) ONG/BA: .ottt ChUC VUi oo
Pa kiém ké tem va phoi van béng, chung chi (VBCC) chua st dung, cu thé nhu sau:
I. Tem
DVT: cai
So lwong (cdi) Chénh léch Tinh trang tem
STT ™ Theo 56 Theo S6 lwong | So6 lwgng Con 16t Bi hong,
quanly | kiem ké thira thieu khong su dung dwroc
1
Cong
II. Phdi vin bing, chirng chi
DVT: cai
Thevo 56 j;heo ) Chénh léch Tinh trang phoi
. quan 1y kiem ké VBCC
Loai | Pon —
STT | phdi | vi , o c | c| .| | Bihong,
o So | So | So So | So So | So So | Con | khong sur
VBCC | tinh A oA oA o J
luong | hiéu | lwong | hiéu | luong | hiéu | lwong | hiéu | tot | dung
duoc
1
Cong:
Khanh Hoa, ngay ...... thang ...... nam......
~, Truéng phong Can b quan ly Nguoi kiém ké
(Y kién giai quyét so lugng phoi phéi VBCC (Ky va ghi ré ho tén)
VBCC chénh Iéch (néu c0)) (Ky va ghi ro6 ho tén)

(Ky va ghi ré ho tén)



Mbiu 3.1: Gidy dé nghi cdp phéi va sé vio sé géc cdp vin bang, chitng chi (%)

TRUONG DAI HOC NHA TRANG CONG HOA XA HQI CHU NGHIA VIET NAM
....... @....... Poc 1ap — Tu do — Hanh phic
S6:  /GDPN-... @ Khénh Hoa, ngay ...... thang ... nam ...
GIAY DPE NGHI

Cip phéi VBCC va s vio s6 goc cap VBCC

Kinh guri: Phong DPBCL&Khdo thi

Cin ctr Quyét dinh sb 268/Qb-DHNT ngay 26/3/2020 cua Truong Dai hoc Nha Trang
(PHNT) vé viéc ban hanh Quy ché quan ly van bang, chung chi (VBCC) ctia Truong DPHNT;

Can clr Quyét dinh $6 ....... /QD-DHNT ngdy ....../....../2024 ctia Truong DHNT vé
viéc ban hanh Quy dinh vé quan Iy viéc in tem bdo mat, in phoi, cap phdi VBCC tai Truong PHNT;

Cin ctt Quyét dinh 86 .../QD-... ngay..../... ... CU8 ... VIV o.oooieieiieie i ®)
Dé nghi quy Phong duyét cap phéi ..... @..... d& in va cap cho ngudi hoc nhu sau:
1. Noi dung dé nghi cap phdi VBCC:

STT Loai phéi | S6 heong S6 OB, ngay ban hanh OD Hinh thirc Ghi chi
VBCC ©) (céi) cong nhan TN va cap VBCC dao tao (néu co)
1
Cong

2. Ly do dé nghi cip phdi VBCC: dé in cho ngudi hoc dugc cong nhan TN va cip

3. Ho so dinh kém: Quyét dinh 86 .../QD-... ngay..../.../... cia ... VIV ...... ®)
kém danh sach duoc cong nhan TN vacap ...... @ .

4. Thong tin nguwdi nhan phoi VBCC:
HO VATBN: ..o Chure vu/chirc danh: ...,

LANH PAO PON VI ©
(Ky va ghi ro ho tén)

Ghi cha: X6a bo cac chu thich sau khi hoan thi¢n ngi dung van ban.

) MAu nay ap dung ddi v6i dé nghi cip phéi VBCC dé in va cip cho ngudi hoc TN/hoan thanh khoéa hoc.
@ Tén don vi dé nghi cip phdi VBCC.

@ Chir viét tat tén don vi d& nghi cap phdi VBCC.

®) S§, ky hiéu, thoi gian ban hanh, tén don vi ban hanh, trich yéu néi dung cia QP.

@ Pién noi dung phu hop (bang/chimng chi).

©) Pién tén loai phoi VBCC dé nghi cép (tién si/thac si/k§ su/ctr nhan/CNTT, ...).

©) Pién noi dung phi hop (Trusng phong/khoa/vién/GD Trung tam, ...).



Mdiu 3.2: Gidy dé nghi cdp, déi phoi viin bing, chitng chi (*)

TRUONG DAI HOC NHA TRANG CONG HOA XA HQI CHU NGHIA VIET NAM
....... W Poc 1ap — Tu do — Hanh phuc
S6:  /GDPN-... @ Khénh Hoa, ngay ...... thang ... nam ...
GIAY DPE NGHI

Cép d6i phéi vin bing, chimg chi

Kinh guri: Phong DPBCL&Khdo thi

Can ctr Quyét dinh s6 268/QD-DHNT ngay 26/3/2020 cua Truong Pai hoc Nha
Trang vé viéc ban hanh Quy ché quan 1y van bang, chimg chi (VBCC) cta Truong DPHNT;

Can clr Quyét dinh $6 ... /QD-DHNT ngdy ....../....../2024 clia Truong DHNT vé
viéc ban hanh Quy dinh vé quan Iy viéc in tem bdo mét, in phoi, cap phoi VBCC tai Truong DPHNT;

Dé nghi quy Phong duyét cap, d6i phéi ..... @..... dé in lai va cap cho nguoi hoc
nhu sau:

1. Noi dung dé nghi cap phéi VBCC:

STT Loai phéi | S6 lwong | S6, ngay ban hanh OP cong Hinh thirc S6 hiéu phoiin
VBCC ¥ (céi) nhan TN va cap VBCC dao tao (néu co) | hong/sai (so vao so)
I Y T e (e )
Cong
2. Ly do @& nghi cap phéi VBCC: dé in va cap lai cho ngudihoc do ....... ®
3. Ho so dinh kem:

- Phoi in héng/in sai: ... ©. .. cai;

- Pon d& nghi cip lai ban chinh VBCC ctia ngudi hoe @) ;

- Gidy to chimg minh Nha trudng in sai thong tin trén VBCC (gidy khai sinh, CCCD,...) @,

4. Thong tin nguwdi nhan phoi VBCC:

Ho vatén: ....ccccoooviiii e, Churc vu/chirc danh: ...,
LANH PAO PON VI ®

Ghi chl: Xo6a bo cac cha thich sau khi hoan thién ngi dung van ban.

*) Mau nay &p dung ddi véi dé nghi cAp, ddi phoi dé in va cip lai cho ngudi hec do phdi bi héng/in
héng/in sai thong tin trén VBCC.

@) Tén don vi dé nghi cip, d6i phoi VBCC.

@ Chir viét tat tén don vi dé nghi cap, d6i phdi VBCC.

@ Pién noi dung phu hop (bang/chimng chi).

@ Pién tén loai phdi VBCC dé nghi cap (tién si/thac si/k§ su/ctr nhan/CNTT, ...).

©) Pién noi dung phu hop (phdi bi hong/in hongl/in sai théng tin trén VBCC do 16i cia Nha
truong/Khoa/Vién/Trung tam).

© Pién sb lwong phodi hong/in sai nop lai.

™ Chi &p dung ddi vé6i trrdng hop VBCC di cép cho ngudi hoc bi in sai do 16i caa don vi cip VBCC.

® Pién noi dung phu hop (Truong phong/khoa/vién/Giam ddc Trung tam, ...); ky va ghi rd ho tén..



Mau 4.1: Phiéu cap phéi va so vao so goc cap vin bang, chieng chi (*)

TRUGNG PAT HOC NHA TRANG CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG DPBCL&KT Poc 1ap — Tw do — Hanh phuc
S6:  /PCP-PDBCLKT Khénh Hoa, ngay ...... thang ... nam ...

(Ma dot: 20...-...)

PHIEU CAP PHOI VA SO VAO SO GOC CAP VAN BANG, CHUNG CHI
(Kem theo Giay dé nghi cap phoi VBCC s ...../GPN-..... ngay ...../....../... cua ...)

Ho va tén ngudi nhan phoi VBCC: ...

. . S6 hiéu phéi | S6 vao s6 goc
N Logi | gc | Hinh |7y cdp VBCC | Ghi
STT Noi dung phoi hro thire T Dé T pén | chi
vece | Y| pr | Tiesé | B | Tesé | B
SO SO
1
Cong
Tong s phéi ...... @W......:...@. . (cai). Bao gbm:
-Phoi ....... ... cai
U S cai
CHUYEN VIEN CAP PHOI VBCC TRUONG PHONG
(Ky va ghi ro ho tén) (Ky va ghi ro ho tén)

Ghi cha: Xda bo cac cha thich sau khi hoan thién ngi dung van ban.

) MAu nay 4p dung trong truong hop cap phdi VBCC dé in va cip cho ngudi hoc TN/hoan thanh
khoa hec. ‘

@ Pien noi dung phu hop (bang/chiing chi).

@ Pién so lugng phodi VBCC cap phat thuc té.



Mdiu 4.2: Phiéu cép, déi phoi viin bang, chitng chi (*)

TRUONG DAl HOC NHA TRANG CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG PBCL&KT Poc 1ap — Tw do — Hanh phuc
S6:  /PCP-PBCLKT Khéanh Hoa, ngay ... ... thang ... nam ...

(Ma dot: 20...-...)

PHIEU CAP POI PHOI VAN BANG, CHUNG CHI
(Kem theo Giay dé nghi cap phoi VBCC so ...../GPN-..... ngay ...../....../.... cua ...)

Ho va tén ngudi nhan phoi VBCC: ...

Logi | ¢ | Hinh S6 hiéu Phéi hong
STT Noi dung phoi heong thirc ‘phA’(A)I Vl:DgC(E i S8 vao 56 gde

VBCC i DT | (Twso ...denso ...) 0 hieu ciip VBCC

1
Cong

Tong s6 phoi ...... @_.....:...@_ . (cai). Bao gdbm:

-Phoi ... @ cai

e rereeeneedt e cai

CHUYEN VIEN CAP PHOI VBCC TRUONG PHONG

(Ky va ghi ro ho tén) (Ky va ghi ro ho tén)

Ghi chi: Xoa bo céac chu thich sau khi hoan thién ngi dung van ban.

) MAu niy ap dung trong trudmg hop cép, ddi phéi VBCC do phéi héng/in héng/in sai thong tin trén VBCC.
@ Pién noi dung phu hop (bang/chimng chi).

@ Pién s6 lwong phdi VBCC cap phat thyc té.

@ Pién noi dung ph hop (tién si/thac si/ky su/ctr nhan/CNTT, ...).




Mbiu 5.1: Quyét dinh thanh Igp héi dong hiiy tem va phéi vin bang, chirng chi hong

BO GIAO DUC VA PAO TAO CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG PAI HQC NHA TRANG Poc 1ap — Tu do — Hanh phiic
S6:  /QD-BHNT Khanh Hoa, ngay ...... thang ...... nam ...
QUYET PINH
Ve viéc thanh 1ap Hoi dong hiy tem
va phéi van bang, chirng chi héng - Nam ......
CANCU oo O ;
(0777 e S ;
THeO dé NGRT CUG ... oo e .
QUYET PINH:
Piul. ... @) ;
DU 2. oo
.............................................................................................. /.
Noi nhgn: HIEU TRUONG
- Nhu biéu....; (Ky va ghi rd ho tén)

- Luu: VT, BBCLKT.

Ghi chu: Xda bo cac chu thich sau khi hoan thién néi dung vin ban.
@ Cac can cir d€ ban hanh quyét dinh.
@ Nai dung quyét dinh.
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M 5.2: Bién bin hity tem va phoi vin bang, chiing chi hong

BO GIAO DUC VA PAO TAO CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG PAI HQC NHA TRANG Poc l1ap — Tu do — Hanh phiic
So: .../BB-...
BIEN BAN
Hﬁy tem va phoi van bang ching chi héong - Nam .......
(Kem theo Quyet dinh so ...... ngay .... thang .... nam 20... cua Truong Pai hoc Nha Trang )
Hom nay, vao lic...ngay ..... thang .....nam ........ , Hoi d6ng huy phoi vin bang,
chirng chi (VBCC) hong - Nam ........ , g0m co:
1)Ong/ba .................. Chire vy, don vi ... Chu tich Hoi dong
2)Ong/ba .................. Chire vy, don vi ... Pho Chu tich HD
3)Ong/ba ... Chirc vy, don vj . ... Uy vién
4)Ong/ba .................. Chirc vy, don vi ... Uy vién, Thu ky

Tiér} hanh 14p Bién ban huy tem va ph6éi VBCC héng - Nam ....... v6i1 nhitng ndi
dung cu thé sau:

1- Kiém tra s6 lugng phoi VBCC va tem bi hong.

2- S lwong phdi VBCC, tem bi hong:

a) Phoi CVCC bi hong: ...... cai (dinh kém danh muc ph6i VBCC bi hong).
STT Loai phéi VBCC S6 heong (cdi) Ghi chi
1
Cong

b) S6 lwong tem bi hay: ...... cai (dinh kém danh myc tem bi héng).

3- Ly do hity: phoi VBCC bi héng, in sai, tem bi 16i trong qua trinh quan 1y, sir
dung trong ndm ........

4- Thoi gian, dja GIEM MUY: ..ocvivieeceeeceeeeeceee st

5- Hinh thllC MUY: ..o

6- Két qua huy: dam bao cac phéi VBCC va tem duge hiy khong thé sir dung lai.

Bién ban huy tem va phéi VBCC hong nay dugc luu trit trong hd so quan 1y phoi
VBCC cua Phong PBCL&KT theo quy dinh./.

THU KY CHU TICH
THANH VIEN HQI PONG
1....O .
2,

Ghi cha: Xda bé cha thich sau khi hoan thién néi dung van ban.
@ Chir ky va ho tén cua cac thanh vién hoi dong hay phdi VBCC hong.
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Mu 5.3: Danh muc tem va phéi vin béing, chitng chi hong

TRUONG DAI HOC NHA TRANG CONG HOA XA HOI CHU NGHIA VIET NAM
HP HUY TEM VA PHOI VBCC HONG - Doc 14p — Tu do — Hanh phuc
NAM ....

DANH MUC TEM VA PHOI VAN BANG, CHUNG CHI HONG
NAM ....

(Kem theo Quyét dinh s6 ... ngay ...... thang ...... nam ...... cia Truong PHNT
va Bién ban hity tem va phéi VBCC hong - Nam ........ )

I. TEM HONG (... c4i)

STT S6 heong Ly do hong

1

Cong

-Phéi .........o . cai
Loai phoi So6 luwong So6 hiéu , ,
STT VBCC hong phoi hong phoi hong Ly do hong
1
Cong
Khanh Hoa, ngay ... ... thang ...... nam ......
THU KY CHU TICH

THANH VIEN HQI PONG

1...O

20 i,

Ghi cha: Xda bé cha thich sau khi hoan thién néi dung van ban.
@ Chir ky va ho tén cua cac thanh vién hoi dong hay phdi VBCC hong.
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